Dated

To Whom It May Concern:

This is to Certify that Mr/Ms .........., worked in our organization as 
.................. in our .............. Department at ............from 
............................... 
We found him/ her sincere, hardworking, technically sound and result oriented during his/her tenure. ......has a friendly, outgoing personality, a good sense of humour and works well as part of a team. We take this opportunity to thank him/her for his/her contribution and wish him /her success in his/her future endeavours...

For XYZ Co
Manager HR
